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MEMORANIDIOM FOR: A6l Menbers Nail & Courier Tesk Force
IBECT : Agesnda for Meecilug

L

Attacheq ave conies of the Arenda for the next meet’ag of the
il and Convier Task Force. The meetiny date has heen sai reasonab ya
in advancs to allow each w.embeyr thoe tc work with sthey interested
wabers of s componeat in developing specific iieas for dizcussion.

2. 'The Agenda is guite long ard comprehepsive. It is inticinated
‘hat several mneetings may be required to cover the material. Sulsequent
moetings will be sclisduled 2t tirres most cuonvenlent ¢ conferees.

iirice of the Doputy Direstor
Eunoret)

Attgshinent:
Agenda for Meesiing
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B, Consider the possibility of including within the courier service the
coagiderable wuraker of documents now moved inter-Agency on sm ad hon
hasis.

6. Internal Mail Delivery and Pick-up Service.

a. Have we estsblished malil delivery points and sclhiedules hest suitec
to the requirements of the customexr? Arve there too many or too few delivery
poinis? Ave deliveries made more or less frequently than necessary fo
effective onward movement to action offices or desk? Are adjustmenis in

service indicated? Does the tube system adequately service expedite material

and eliminite ox decrease requirement for hand caxry?

b, I3 it possible to interchange mail between courlers on esch flaor
without retura to a central mail room for re-sort and onward movement?

C. ‘the publication of a complete dateiled mailing address of all
componerts with office symbols, room aund telephone numbers would he of
asaigtance 1o all mefl senders and would considerably reduce the soriing
and handling time for delivery. Is such a list fezasible and if so. how

frequently should & be published?

d. “Yhere are probably as many systems for intra-compouent move-~
ment of mzil as there are components. Most of these undoubtecly servize
adequately the needs of the compunent. However, it is possible that no one
component acting independently has bheen able to achieve tx ultimate in this
field. Xt is desired that a detailed discussion be held on thts subject wita the
view to conaideration for adoption of applicable good ideas for improvement.

2. Most outgoing U, 5. mail requeiring postage is now forwazded to
the Office of Loglstics central mail voom. Would the establishroent of on
operational pustage stamp accowst| |t appropriate sending poirts
improve sexvice?

7. Receipis for Clessified Mall.

a. Ewmer-Agency. Section 8 of Executive Order 1051, as revised
is here quoted:

“Section 8. Trapsmigsion: For transmission cutside of a
department or agency, classified defense material of the hree
categories originated under the provisions of this oxrder saasil be
prepaved and rransmited as follows:
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(2) Preparatiom for Transmission: Such material shall
be enclosed in opaque inmer and outer covers. The inner cover
shall be a seale/ wrapper or envelope plainly marked with the
assigned classillcation and address. The outer cover shall be
sealed and add2ssed with no indication of the classification of
its contents. A receipt form shall be attached to or enclosed
in the imner corer, except that Confidential material shall require
a receipt anly if the sendex deems it necessary. The recelpt form
shall identify (he addressor, addressee, and the document, but
shall contain 20 classified information. It shall be signed by the
proper recipice! and retwrned to the sender.

(b) Trausuiitting Top Secret Material: The transmission of Top
Secret materie] shall be effected preferably by direct contact of
officials concened, or, alternatively, by specifically designated
personnel, by {iate Department diplomatic pouch, by a messenger-
courfer syster: especially created for that purpose, or by electric
meanz in encitpted form; or in the case of information transmitted
by tne Feders/ Bureau of vestigation. such means of transmission
ruay be used :5 are currently approved by the Director, Federal
Bureau of Investigation, unless express reservation to the contrary
is mede in ercepiional cases by the originating agency.

{c) Tran vnitting Secret Information and Materlal: Secret
information a1 material shall be transmitted within and between
the forty-eigh: contiguous states and the District of Columbia, or
wholly within tlaska, Hawali, the Commonwealth of Puerto Rico,
or a United Siztes possession, by one of the means established for
Top Secret frformation and material, by avthorized courler, by
United States vegistered mail, or by the use of protective services
provided by cymmercial carriers, afr or surface, wnder suck
conditions as iaay be prescribed by the head of the departmens or
agency conceined. Secret informatfon and material may be trans-
mitted outside those areas by one of the means established for Top
Secret information end maierial, by cemmanders or masters of
vessels of Unfted States registry, or by the United States registered
mall through Army, Navy, Atr Force, or United States civil postal
fecilities; provided that the information or material does not at any
time pass thruugh a foreign postal system. For the purposes of this
section registered mail in the custody of a transporting agency of the
Urited States Post Office is constdered within United States Covera-
ment control unless the transporting agent is foreign controlled or
operated. Secret information and material may, however, be trans-
roftted between United States Government or Canadian Gove ent
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inatallations, ox both, im the fortv-efsht consizuous siates, dhe District
of Columble, Aisska, and Canada by United States and Canadian regls-
tered mail with reglisiered mail xecelpt. Secret fnformation unrd
material may slso be transmitied over coromunications civevits in
accordance with regnlations promulgated for such pupose by he
Secretary of Defense,

{d) Transmitiing Coxfidential faforwstion and Materiel.
Confidentin’ information and matevial sheil be transmitted within the
forty-eight contlgaous stares and the District of Columbia, or wholly
within Alaska, Hewali, the Commonwealih of Puerto Rico, or a
United States poszession, by one of the means established for higher
classifications, ox by certified ov first-class mail. Cutside those
areas Confidentla® fnfoxrmation and material sihall be transmicted
in the same mameor as awkhorized for higher classifications.

{e) Within ar Agency: Preparation of classified defense material
for transmission, and transmissica of it, within a departient or agency
shall be governed by regulations, lssued by the head of the department
or agency, insuring a degrec of security equivalent to that outlined ahove
fox transmission outside a deparimment or agency.”

b, It will be noted that receipts are required for inter-agency trans-
mittal of materiea! classified Secret and Top Secre:, Coanfidential r-aterial
vequires a recefpt only if the sender deems it necesgary. It is desirved to
discuss the matter of courier and document receipts with the view of a
mmifoxrm approach to the problem and possible standardization of the forms
to be used. Please bring samples of forms used.

«. lstra-Agency. The Director of Szcurity has advised the Task
Force Chairmen that Executive Order 10501 dees not require the use of
recefpt forms for transmitial of Secret and below material withis &n agercy,
hut leaves this matter to the discretion of the head of the agency. specifying
only "good accoeniability records. ¥ Discussiou is desired concercing a
waiform policy in this matter. individual statements concerning use of
veceipts such aa "I wani to be sure the document was recelved"” or "] want
io be able to prove I sent it" should not ke overlocked. On the other hand,

- serious considerstion of the time and cost Iavelved in printing, preparation
and handling of receipt forms and their actual valwe in mail handlrg is
indicated. In spet checking on temporarily los: ox mislafd docurnests it wiil
be found she occurrence is rare and the result of buman error. Ii-is not
helleved that any control system will produce missing documents - therefore,,
the arguments for cortrols shovld be examined with this fact in roiud.

8.
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8. Internal Control (logging) of Classified Materfal.

8. A consolidation of the replies to a recent Mafl Control Questionnaire
revealed a variety of practices cuzrent in the Agency. In many instances. it
appears that the same materfal is logged at several points within a component
prior to delivery to the action desk. As indicated i paragraph 7c sbove,
the basic requirement is for "good accountability Pecords.” Is it believed
possible to provide adequate accountability for records by logging material
only once within a major component of a DD area? If so, where within the
component? In Headguarters should the unit manning the tube station do the
logging? If done at a branch or comparable level, what if any prior mail
recejving and sorting points are needed?

t. The replies to the Questionnaire cited above Indicated a wide variety
of logging procedures and forms in use. Please be prepared to discuss this
matter in detail and bring copies of the forms in use. Your ideas on standard-
fzation of procedures and forms are solicited.

¢. I bas been noted that many registries thru which material passes
assign a umit registry control aumber which results in as many as a half
dozen comtrol numbers being assigned to the same document. Should origl-
nators assign a control number which could be universally used as is done
in the DD/P dispatch correspondence system? Is it desixable to develop a
form such as the dispatch form for internal correspondence purposes?

9. Two separate but related subjects have been brought to the attention of
the Task Force Chairman, e.g. (a) the matter of classification of material,
more specifically, overclassification and (b) a mail procedure handbock.

a. I is suggested that members of the Task Force remw:l 25X1
(and EO 18501 1f available) pertaining to classification. It is believed that
a general discussion on this matter will produce some results which will
be helpful in our maeil control problem.

b. A handbook on mail procedures undoubtedly would be helpful,
particularly in traiving new employees and for reference purposes. Questions
which arise include: Is it possible to publish an all inclusive Agency hand-
book or should each component prepare one tatlored to its specific require-
ments7 Can we have an Agency handbook establishing certain basic principles,
procedures and forms to be supplemented by component reuting and handling
guides? I a handbook is to be prepared who would be designated action agent?
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